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CHECK-OUT HANDBOOK

VALIDATING TRAINING ATTENDANCE

1. Click on the "Validate Training" link on the left side menu bar of the Workshop
website.
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2. This screen, listing all your creditable courses/session will appear. The "Validate
Status" column will be blank.

3. Click on "Course Title" link to validate your attendance.
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CHECK-OUT HANDBOOK

4. This screen will appear. You may click on the "Click to Validate All" (1) link to
validate the whole course or session (this is quicker and easier when you attend a multi
topic courses/session). You may click on the check box next to the topic title for only

those topics you attended (2), or you may click on the "Click to Validate None" (3) link if
you did not attend any portion of this session.

5. After validating course/session information, click the "Save" button.
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6. By clicking on either 1 or 3, above, you have validated that particular training. The
front page will now look like the screen below, with either a "Y" or an "N" in the
"Validate Status" column.

7. When you have validated all courses/sessions you have attended, click on the link
"Print Certificates.”

37 welcometl - Netscape

L)
= = (=% 28
i rch MNetscape Print Security Shop Stop
7| waf  Bookmaks M Location: [hitps//nehe-oracls. med. nawy. mil/plsfws 2/ validate_attendes =i

Registered Courses for DIBIASO, MS PATRICIA
INSTRUCTIONS: Click on title of sessionfcourse you attended. This will bring you to the “validation” screen
SO through the walidation process and return to this screen. You must go through this validation process

for every session/course you attended. Wwhen you have finished validating attendsnce, click on the “Print
Certificate"” link on the bottom of the page
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8. When validation of all training attended is complete, click on the "Print Certificate"
link.

Metscape
Eile Edit iew Go Communicator Help
1 2 @ 3 8 a = @ B i
Back  Fowwad  Feload  Home  Search  Metscape  Frint Secuity  Shop Siop
" Bookmarks anatm]https /inehc-warkshop. med.navy. mil/pls/ws2/ evaluate_speaker =1 )7 what's Related
A Instant Message “wisbhdai Contact People ‘ellow Pages Download 2 Channels FiealFlayer

Evaluate
Date (Time) peaker
Status

03/15 (DE00-1640)

Course/fSession Title {Course No/Type)

HEALTH PROMOTION BASICS COLRSE (2D HI LAKE CHRISTOPHER ROOM v

19006/COURSE 03/16 (0800-1640)
HI LAKE CHRISTOPHER ROOM

PLEMARY SESSIOMN T 03/18 (1550-1740)

(12004/SESSION] FI BALLROOM 3

ALIDIOLOGY anD HCP-SPECIFIC SESSIONS 03/19 (0S00-1615) v
13001 /SESSTON FI MADISOMN

|PREVENTIVE MEDICINE INTERDISCIPLTMARY TV 03/20 (1300-1640) v

| 16002/SESSIOMN CCC TAYLOR ROOM

* valid Status must all be ¥ prior to receiving a certificate.

Return te Main Ifem Walidate Ceurse/Session(s) Print Certificate(s)

= [Document: Done T AP

9. This screen lists all professional organizations you belong to. Click on one to print a
certificate for that organization.
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10. Your certificate for that particular organization will appear on screen. Click "Print."

Note: If you want the certificate to print without the browser header and footer
showing, click on "File," '""Page Setup." Uncheck all the header and footer boxes.
Now the certificate will print without the browser info showing.

11. When done, click the "Back" button to return to the previous screen. You may then
repeat steps 12 - 13 for each professional organization certificate, if desired.

Note: Each organizational certificate is different. If you have multiple specialties
selected, you should click on each one and print the certificate that corresponds with
that organization.
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Navy Occupational Health and Preventive Medicine Workshop , the 8th Annual
Independent Duty Corpsman Conference, and the 4th Combined Operational
and Aeromedical Problems Course, Chesapeake |, Virginia, 14 - 22 March 2002.
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Note: You should validate all courses/session attended prior to printing. If you do
not, you certificate will only reflect hours earned for the courses/sessions you
actually validated.

12. You may now return to the main menu, or validate or evaluate additional
courses/sessions.
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WORKSHOP EVALUATION

1. Click on the "Workshop Eval" link on the left side menu bar of the Workshop website.
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2. The workshop Evaluation form will appear. Please complete the form and click
"submit" at the bottom of the page when you are done.
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2. Registration was user friendly.
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3. Course approval received in a timely manner.
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4. The Workshop on-site check-in process was efficient.
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5. NEHC Workshop staff was courteous and helpful.
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|7. The Workshop provided practical, timely and useful information.
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THANK YOU FOR COMPLETING THE WORKSHOP CHECK-OUT PROCESS
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